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MILL HILL PRE-PREPARATORY SCHOOL 

GRIMSDELL 
 

 

1. The Court of Governors of The Mill Hill School Foundation recognise the value to 
pupils of educational visits.  Such visits should: 

• enhance pupils' understanding of curricular activities (for example language 
or history studies); 

• provide opportunities to practise skills (for example, swimming and other 
sports); 

• develop pupils' social skills (for example meeting pupils from other countries 
and cultures). 

2. The Governors also recognise and accept that such visits present challenges to the 
health and welfare of pupils.  Educational visits will be planned and operated in 
accordance with these guidelines so that everyone involved understands his or her 
responsibility to ensure that pupils can participate fully in educational visits in 
reasonable safety. 

Responsibilities 

1. Employers 

1.1 Under the Health and Safety at Work etc Act 1974, employers are responsible for 
the health, safety and welfare at work of their employees.  Employers are also 
under a duty to ensure, so far as is reasonably practicable, the heath and safety of 
anyone else on the premises or anyone who may be affected by their activities.  
This includes everyone involved in off-site visits (teachers, volunteers, helpers and 
pupils). 

  The Court of Governors are the employers of staff at The Mill Hill School 
Foundation. 

1.2 The Management of Health and Safety at Work Regulations 1992, made under the 
1974 Act, require employers to: 

• assess the risks of activities (see APPENDIX  A); 

• introduce measures to control those risks; 

• tell their employees about these measures. 
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2. Employees 

2.1 Also under the Health and Safety legislation, employees must: 

• take reasonable care of their own and others' health and safety; 

•  

• co-operate with their employers over safety matters; 

• carry out activities in accordance with training and instructions; 

• inform the employer of any serious risks. 

These duties apply to all school visits.  Teachers and other staff in charge of pupils 
also have a common law duty to act as any reasonably prudent parent would do in 
the same circumstances. 

2.2 Although the employer is responsible for health and safety, decisions about visits 
are usually delegated to the Headmaster.  The Headmaster's agreement must be 
obtained before a visit takes place. 

 
3. Governing Body 

3.1 The Court of Governors will satisfy themselves that risk assessments have been 
carried out, that appropriate safety measures are in place and that training needs 
have been addressed. 

3.2 The Governing Body will also: 

• ensure that the visit has a specific and stated objective; 

• ensure that the Head/Group Leader show how their plans comply with      
      regulations and guidelines, including the school's health and safety policy   
      document and that the Head/Group Leader report back after the visit; 

• ensure that they are informed about less routine visits well in advance; 

• assess proposals for certain types of visit, including visits involving an overnight 
stay or travel outside the UK. 
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4. Head 

4.1 The Head will ensure that visits comply with regulations and guidelines provided by 
the Governing Body and the school's own health and safety policy.  The Head will 
ensure that the Group Leader is competent to undertake and supervise any 
particularly hazardous or unusual activities and to monitor the risks throughout the 
visit. 

4.2 If the Head takes part in the visit as a group member/supervisor, he/she will follow 
the instructions of the Group Leader who will have sole charge of the visit. 

4.3 The Head will also ensure that: 

•  the risk assessment has been completed and appropriate safety measures are 
in place; 

• any relevant qualifications claimed by the Group Leader or other relevant 
members of the group have been checked and verified; 

• there is adequate and relevant insurance cover; 

• He/she has the address and phone number of the visit's venue and a contact       
name; 

• there is a contingency plan for any delays including a late return home. 

5. Group Leader 

5.1 One teacher, the Group Leader, will have overall responsibility for the supervision 
and conduct of the visit and will have regard to the health and safety of the group.  
The Group Leader will have been appointed or approved by the Head or the 
Governing Body.  The Group Leader will: 
 

• obtain the Head's prior written agreement before any off-site visit takes place, by 
completing Form A (Request for Permission for All Trips with Pupils) as shown 
in the Educational Visits Handbook and Form B/C, as appropriate; 

• follow Governing Body regulations, guidelines and policies, including preparation 
of itinerary and checklists, and passport arrangements; 

• undertake and complete the planning and preparation of the visit including the 
briefing of group members and parents; 

• ensure that for overseas trips appropriate immigration procedures have been 
followed; 

• be appropriately qualified and will produce firsthand evidence of such 
qualification e.g. original certificates; 

• undertake and complete comprehensive risk management procedures for all 
activities to be undertaken on the trip.   

• carry emergency telephone numbers and details of points of contact; 

• review regularly undertaken visits/activities and advise the Head where 
adjustments may be necessary; 

• consider stopping the visit if the risk to the health or safety of the pupils is 
unacceptable and have in place procedures for such an eventuality; 
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• ensure that the group's teachers and other supervisors have the details of pupils' 
special educational or medical needs which will be necessary for them to carry 
out their tasks effectively; 

• ensure there are contingency arrangements in the event of unfavourable 
weather conditions, transport breakdown or other failure or in the event of a pupil 
having to be sent home; 

 

6. Teachers 

6.1 Teachers on school-led visits act as employees of the Governing Body, whether the 
visit takes places within normal working hours or outside those hours, by agreement 
with the Head and Governors. 

6.2 Teachers will do their best to ensure the health and safety of everyone in the group 
and act as any reasonable parent would do in the same circumstances.  They will: 

• follow the instructions of the Group Leader and help with control and discipline; 

• consider stopping the visit or the activity, notifying the Group Leader, if they think 
the risk to the health or safety of the pupils in their charge is unacceptable; 

• be aware of potential conflicts of interest if their own children are members of the 
group and discuss this beforehand with the Group Leader. 

 

7. Adult Volunteers 

7.1 Non-teacher adults acting as supervisors will: 

• do their best to ensure the health and safety of everyone in the group; 

• not be left in sole charge of pupils except where it has been previously agreed 
as part of the risk assessment; 

• follow the instructions of the Group Leader and teacher supervisors and help 
with control and discipline; 

• speak to the Group Leader or teacher supervisors if concerned about the health 
or safety of pupils at any time during the visit; 

• be aware of potential conflicts of interest if their own children are members of the 
group and discuss this beforehand with the Group Leader. 

8. Responsibilities of pupils 

8.1 The Group Leader will make it clear to pupils that they must: 

• not take unnecessary risks; 

• follow the instructions of the leader and other supervisors including those at the 
venue of the visit; 

• dress and behave sensibly and responsibly, using safety equipment as 
instructed; 

•  
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• look out for anything that might hurt or threaten themselves or anyone in the 
group and tell the Group Leader or supervisor about it. 

Any pupils whose behaviour may be considered to be a danger to themselves or to 
the group may be stopped from going on the visit.  Reasonable adjustments will be 
made for disabled children. 

 
9. Parents 

9.1 The Group Leader will ensure that parents are given sufficient information in writing 
and are invited to any briefing sessions, so that they are able to make an informed 
decision on whether their child should go on the visit.  This should include proposals 
for alternative activities in case, for example, adverse weather conditions prevent 
the intended activity taking place.  Reasonable adjustments will be made for 
disabled children. 

 
9.2 The Group Leader will also tell parents how they can help prepare their child for the 

visit by, for example: 

• reinforcing the visit's code of conduct; 

• understanding the clothing and footwear that will be required and ensuring that 
this is provided. 

 
9.3 Parents will contribute to the success of the visit by: 
 

• understanding the objectives of the visit; 

• giving written consent to transport arrangements; 

• giving written consent to all emergency and other medical or dental treatment 
necessary for the safety and well-being of the pupil;  (See APPENDIX B given 
to parents with joining papers).             

• giving clear information where relevant on their child's ability or inability to 
swim;   

• providing clear information on their child's health and any special needs, need 
for medical attention or medication; 

• ensuring that there are clear contact arrangements. 

10. Disability and Special Education Needs 
The School will make every effort to include disabled pupils and pupils with special 
educational or medical needs on educational visits, whilst maintaining the safety of 
everyone in the group. 

Special needs of any kind will be taken into consideration in the risk assessments 
and planning undertaken in advance of the visit and appropriate measures will be 
implemented. 
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11. Risk Management Procedures 
11.1   Risk assessment is an essential part of fulfilling heath and safety responsibilities.  

Risk assessments must be completed for all activities undertaken on the trip, the 
outward and homeward journey and any periods of free time. 

  Any risk assessment must: 

1. Identify the hazards  
2. Decide who might be harmed and how  
3. Evaluate the risks and decide on precaution  
4. Record your findings and implement them  
5. Review your assessment and update if necessary  

11.2 Risk assessments for educational visits have three levels: 

• generic activity risk assessments – which will apply to the activity wherever 
and whenever it takes place. 

• visits/site specific risk assessments – which will differ from place to place 
and group to group.  They will be undertaken by the School for each venue and 
amended as necessary for different groups. 

• ongoing risk assessments and reassessments – it is not possible to foresee 
every detail of a visit and Group Leaders and other responsible adults must 
continue to assess and reassess risks while the visit is taking place. 

 
 

Supervision 

1.1 Group Leader 

Every visit or journey will have a Group Leader who will usually be a teacher.  
Arrangements will be made for another teacher to join the party quickly in case of 
emergency. 

1.2 Day Educational visit - Low Risk 

First and foremost, adult to pupil ratios should be driven by the content of the risk 
assessment (ie. the greater the inherent risks, the lower the ratio needs to be). On 
all trips, the ratio of responsible adults to pupils will not fall below 1:15.  For outdoor 
visits, no fewer than one adult for every ten pupils subject to a minimum of two 
teachers in the party is a reasonable guideline.   Supervision by age will be as 
follows (minimum): 

• Nursery    1:4 

• Reception     1:4 

• Key Stage 1    1:5 
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Guidelines for Organising and Leading Outings and Visits 

 
All outings and visits, whether local or further afield, are an educational experience which 
should reflect the children’s programme of study. 
 
Before the Outing 
 

• Staff must always obtain The Head’s permission before booking an outing.  A written 
costing must be submitted prior to booking.  The Group Leader should complete Form A 
for the Head’s approval. 

 

• All trips must be thoroughly planned.  Staff should visit any new venues and plan the 
children’s day completely.  The Head will not sanction the outing unless this is done. 

 

• Risk management: this should be carried out by the Group Leader and the forms 
completed well before the visit and submitted to the Deputy Head. (Health and Safety) 

 

• Book transport, well in advance, through Mrs Clarke (coaches must have seat belts). 
 

• Inform the kitchen, well in advance, that the children will not be in school for lunch or 
break that day. 

 

• Send out information letter to the parents at least three weeks before the trip, together 
with a permission slip. 

 

• Collect permission slips and check off against a class list at least ten days before the trip 
is due to take place. The Group Leader is responsible for checking that all permission 
slips have been returned correctly completed.  Confirmation of this should be included 
on the ‘Outing Plan’ Form. 

 

• The Group Leader should fill in the ‘Outing Plan’ Form B and hand to The Head a week 
before the trip.   

 

• Select suitable parents (if necessary) to accompany the class.  Adult/pupil ratio should 
be 1: 4 for Reception and 1:5 for Year 1 and Year 2.   This will need to be done before 
the Outing Plan is given to The Head. 

 

• One or more mobile phones must be taken on the outing and the numbers should be 
recorded on Form B. 
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During the Outing 
 

• REMEMBER the Class Teacher is responsible for every child in her/his class. 
 

• Children should use the school rucksacks to carry packed lunch/jackets. 
 

• When applicable, check that each child has an appropriate packed lunch (no sweets, 
glass bottles or cans).  If a child forgets a packed lunch, Mrs Clarke will organise a lunch 
from the kitchen. 

 

• Check that the children are wearing full school uniform. 
 

• The Group Leader must brief all staff and parent helpers (if applicable) before leaving 
with a detailed plan of the trip. 

 

• Count and re-count the class throughout the day. 
 

• Show the children what to do if they become separated from the group. 
 

• Never deviate from the planned trip. 
 

• Parent helpers must not supervise a group without a member of staff present. 
 
 

After the Outing 
 

• On arrival back in school, children must go back up to their classroom.  Rucksacks 
should be collected and class dismissed as normal. 

 

• The Evaluation Form (C) should be completed by all accompanying teachers within one 
week following the outing. 
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RISK ASSESSMENT GUIDELINES 

 
 
 
 
 

• A risk assessment should be carried out by the Group Leader well before the outing 
and handed to the Deputy Head.  (Health and Safety) 

 

• It need not be complex but it should be comprehensive. 
 

• The assessment should aim to prevent risks or reduce them and should be based on 
 

� What are the hazards? 
 

� Who might be affected by them? 
 

� What safety measures need to be in place to reduce risks? 
 

• The Group Leader and other staff should monitor the risks throughout the outing and 
take appropriate action if necessary. 
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APPENDIX A                 Grimsdell Mill Hill Pre-Preparatory School 
 

RISK ASSESSMENT SHEET 
 
 

Assessment for …………………………………………………………….. Date of Assessment ……………………………….. 
 
 
Assessment made by ……………………………………………………….  Signed ……………………………………………….. 
 
STEP 1 STEP 2 STEP 3  
Hazard Who might be harmed Is the risk adequately controlled, or is 

more needed 
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OUTING PLAN                                                 FORM A 

 
APPLICATION FOR THE APPROVAL OF SCHOOL VISITS AND OUTINGS BY THE 

HEADTEACHER OF GRIMSDELL, MILL HILL PRE-PREPARATORY SCHOOL 
 
Year Group …………………………………………………………………………….. 
 
Group Leader …………………………………………………………………………... 
 
1. Purpose of visit and educational objectives  
 
…………………………………………………………………………………………….. 
 
…………………………………………………………………………………………….. 
 
2. Place to be visited ………………………………………………………………. 
 
…………………………………………………………………………………………......  
 
3. Dates of visit …………………………………………………………………….. 
 
4. Transport arrangements ……………………………………………………….. 
 
…………………………………………………………………………………………........ 
 
5. Proposed cost: Coach: ………………………………………… 
     

Entrance ………………………………………. 
 
Other: ………………………………………….. 
 
Total: …………………………………………… 

 
7. Size of group: ………………………………Pupils ………………………….Adults 
 
To be completed by The Head 
 
To the Group Leader:  
 
I am in agreement with this visit taking place in principle.  
 
 
 
Signed …………………………………………………………..   The Head  
 
 
Date ……………………………………………………………. 
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OUTING PLAN                                                                                                    FORM B                    

 
DETAILED PROPOSAL FOR SCHOOL VISIT FOR APPROVAL BY THE HEAD 

 
(not all sections will be relevant to every outing). 
 
Year Group …………………………………………………………………………………... 
 
Group Leader ………………………………………………………………………….......... 
 
The Group Leader should complete this form once preparations are complete after 
having received approval in principle from The Head. 
Once approval has been granted any subsequent changes in arrangements should be 
given to The Head. 
 
1. Purpose of visit and specific educational objectives …………………………….  
 
………………………………………………………………………………………………… 
 
………………………………………………………………………………………………… 
 
2. Places to be visited …………………………………………………………………  
 
…………………………………………………………………………………………………  
 
………………………………………………………………………………………………….  
 
3. Dates and times 
 
Departure …………………………………     Return …………………………………….. 
 
Time ……………………………………..       Time …………………………………......... 
 
4. Transport Arrangements (including Company Name) ………………………….. 
 
…………………………………………………………………………………………………. 
 
 
5. Proposed cost: Coach……………………………………………………….. 
 
    Entrance:……………………………………………………. 
 
    Other ………………………………………………………… 
 
    Total: ………………………………………………………… 
 
 
 
 
 



 

 

 

14 

6. Details of programme of activities …………………………………………………. 
 
………………………………………………………………………………………………….  
 
…………………………………………………………………………………………………...  
 
………………………………………………………………………………………………….. 
 
7. Existing knowledge of places to be visited and whether an exploratory visit is  
 
required………………………………………………………………………………………. 
 
…………………………………………………………………………………………………. 
 
8. Size and composition of group.     
 
Number of boys ……………………….   Number of girls …………………………… 
 
Names of Adults (with mobile numbers) accompanying: ……………………………… 
 
………………………………………………………………………………………………… 
 
………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………. 
 
…………………………………………………………………………………………………. 
 
Adult to pupil ratio ……………………………… 
 
9. Names of pupils with special educational or medical needs …………………. 
 
………………………………………………………………………………………………. 
 
………………………………………………………………………………………………. 
 
10. Names of pupils not attending, reasons why and alternative arrangements. 
 
……………………………………………………………………………………………….. 
 
11. Outing letter sent to parents yes/no ………………Date ……………………….. 
 
12. All permission slips return yes/no …………………Date ………………………… 
 
Signed (Group Leader) ………………………………. Date ……………………………. 
 
Group Leader name in full ………………………………………………………………… 
 
(Completed form to  be given to The Head 10 days prior to the visit) 
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OUTING PLAN         FORM C 

 
Grimsdell Pre-Preparatory School - School Outing/Visit Evaluation Form 

(for accompanying staff) 
 

(To be completed on return from outing) 
 
 

Name of outing/visit ……………………………………………………………………… 
 
Date of outing/visit ……………………………………………………………………….. 
 
Name member of staff …………………………………………………………………. 
 
_____________________________________________________________________ 
 
In your opinion, did the outing fulfil its aims and objectives for the children? 
 
 
 
 
 
_____________________________________________________________________ 
 
Was there anything that could be improved upon for a future outing of this kind? 
 
 
 
 
 
_____________________________________________________________________ 
 
Were there any pupils who, in your opinion, caused concern on the outing (emotional, 
behavioural, physical)? 
 
 
 
 
 
_____________________________________________________________________ 
 
Other Comments 
 
 
 
 
 
 
Signed (member of staff) ………………………………….                         Date …………... 
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APPENDIX B              
 
 

EEMMEERRGGEENNCCYY  MMEEDDIICCAALL  TTRREEAATTMMEENNTT  
 
I would like to draw your attention to a situation that one fervently hopes will never 
arise, that of your child sustaining an accident serious enough to require immediate 
hospital action. The school asks that emergency contact telephone numbers are given 
to the office, and obviously every effort is made in an emergency to contact parents.  
But occasionally parents cannot be contacted quickly and a decision may have to be 
made involving medical/surgical treatment.  This also applies to any educational visits 
undertaken.  It must be understood that it would be only after all efforts to trace parents 
had failed and only in the most urgent of cases.  If you would like me to take this 
responsibility for your child will you please complete and sign the form at the foot of this 
letter and return it to me. 
 

Pauline Bennett-Mills 
 
 
 
___________________________________________________________________ 
 
To: The Head, Grimsdell, Mill Hill Pre-Preparatory School 
 
We …………………………………………………………………………………………… 
    (parents’ names – IN CAPITALS) 
 
give authority to The Head of Grimsdell, Mill Hill Pre-Preparatory School, to decide on 
urgent medical/surgical treatment to 
 
our son/daughter ……………………………………………………………………………. 
    (child’s name – IN CAPITALS)  
 
on the understanding that all efforts to contact us have been unsuccessful. 
 
 
Signed …………………………………………….. 
 
Signed ……………………………………………... 
 
Date ……………………………………………… 
 
(This form should be signed by BOTH PARENTS) 
 
 
 
 
 

Mill Hill School Foundation: a company limited by guarantee.  Registered in England: number 3404450 
Registered office: Walker House, Millers Close, The Ridgeway, Mill Hill, London, NW7 1AQ.  

Registered charity number: 1064758 


